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“How to” guide that walks you through the steps of entering a contract into 
MUNUS, if you have any questions regarding the steps or the Contract 
process contact the Finance Office. 
 



CONTRACTS 
 

 
 
 

STEP ONE: 
 
Click on Contract Entry 



 
 

STEP TWO: 
 

a. Click the GREEN PLUS to add a new contract.  

b. Click the magnifying glass  to FIND a contract 

c. Click the browse button  to SEARCH for a 
contract.   



 
 
 
 
 
 
 

STEP THREE: 
 
Click on the +1 to number the contract -  then 
start entering in the contract information 



 
 
 

 
 

STEP THREE (CONTINUED): 
 
This is the way the CONTRACT ENTRY screen 
should look once you have entered the data. 



Then click the GREEN CHECK in the top left -  it will take you to the ACCOUNTS TAB 
 

 
 
 
 
 
 

You will enter the account(s) that you want the 
contract to come out of.    Once you have 
entered the account information (ORG and 
OBJECT) you will click the GREEN CHECK. 



Once you have clicked the GREEN CHECK you will go to the INSURANCE TAB – you should have a Certificate of Insurance with each 
contract (if required). 
 
You may have to Click on the UPDATE CURRENT RECORDS button to get started –  
 
 
 

 
 
 
 
 

1. You will need to add the AGENCY Field – 
a. RIGHT click on the bar where 

NOTES is located. 
b. Once you have right clicked you 

will see this menu – CLICK on 
AGENCY and AGENCY NAME 



Once you have added those fields you should not have to enter again. 
 
You will then enter your Carrier and Agency Information: 
 

 
 
 
 
 
 
 
 
 
 
 

To enter the Carrier/Agency Information you will 

click on the three little dots   
 
Then you will search for the company – if there 
are not listed contact Finance and they will add 
the company. 
 
You will do the same for the Agency 



 
 
Once you have entered the Insurance information you are ready to attach the Contract -  If the contract does NOT have an 
attachment it will not be posted 
 
 

 
 

To attach the Contract – You will need to scan in 
the contract or contact Tanya for an electronic 
copy 

1. You can click on the PAPER CLIP on the 
top OR 

2.  You can click on the word 
ATTACHMENTS at the bottom 

They both take you to the same place  



From there you will add your document and then click  RELEASE in the left hand menu 
 

 
 
 
Now your part is complete.  The contract has gone to Finance to Post, and once it is posted you can start using it. 
 
 
 
 
 
 
 

If you have any questions regarding the Contract process or Contract Entry please contact Lisa Hughes or Lindsey Cearlock in 
the Finance Office. 


